
Local Travel Claim (less than 12 hours) 

  
Introduction This guide provides the procedures for entering a local travel claim (less 

than 12 hours) in TPAX. In this scenario, a member was on a funeral detail 

and the Government Vehicle (GV) was not available, so they took their 

own vehicle. 

  
Procedures See below. 

 

Step Action 

1 Once logged into TPAX, click Create New. 

 
 

2 Click Settlement Request. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Enter the TONO and click OK. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Complete the following fields: 

 Select the Grade/Rank.  

 Select the Purpose of Trip from the drop-down.  

 The Trip Name is optional. 

 Enter the Issue, Begin and End Dates, then click Next. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 On the What’s Authorized tab, first check the No Lodging Required box in the 

Quarters section. Do nothing in the Messing section. In the Mode of 

Transportation section, check the POV is more advantageous to the Gov’t box 

and choose the type of vehicle from the drop-down. No action is required for the 

Miscellaneous section. Click Next. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Enter Order Remarks. Click Save. 

 
 

7 The Remit To tab will display. Click Next. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The Transactions tab will display. Click Next. 

 
 

9 The Entitlement tab will display. Click Add This Entitlement. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  

Procedures, 

continued 
 

 

Step Action 

10 The What’s Authorized tab will display. Owner operator of POV should be 

checked. Leave the POC More Advantageous to the Government option for the 

Transportation Restrictions. Click Next. 

 
 

11 Select Less than or equal to 12 hours from the Duration of travel drop-down. 

This will take you automatically to the Itinerary page. 

 
 

  

 Continued on next page 



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

12 Enter the Departure Location, leave Method of Transportation as PA - Private 

Auto. Enter the Arrival Location. The Reason for Stop should be TD - 

Temporary Duty. Check the Is Local box. Then Accept Leg. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

13 Make sure Departure/Arrival Date reflects the correct date. Enter the Arrival 

Location. The Reason for Stop should be MC - Mission Complete. Check the Is 

Local box. Click Accept Leg. 

 
 

14 Click Accept Changes. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

15 Some local claims will be authorized Occasional Meals. Those require a receipt. 

Click Occasionals to add it. If there are no Occasional Meals, skip to step 19. 

 
 

16 Click Add Occasional Expense. 

 
 

  

 Continued on next page 



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

17 Select the Type of Meal. Enter the Location and the Amount. Click Accept. 

 
 

18 Click Accept Changes. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

19 Click Next. 

 
 

20 The Reimbursables tab will display. Click Add/Edit Trip Expenses. 

 
 

  

 Continued on next page 



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

21 Select the reimbursable expense from the drop-down, enter the amount claimed 

and then click Accept Expense.  

 
 

22 Click Add Expense to add additional reimbursable expenses. When finished, click 

Accept Changes. 

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

23 Click Accept Changes. 

 
 

24 Click Calcs.  

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

25 This shows you a breakdown of the Daily Expenses. Verify the per diem. In this 

example, no per diem is authorized, so you only see the meal expense, which is 

correct. Click Done.  

 
 

26 Click Next.  

 
 

  

 Continued on next page 

  



Local Travel Claim (less than 12 hours), Continued 

  

Procedures, 

continued 
 

 

Step Action 

27 Verify the amounts, then click Next. 

 
 

28 Click Add/Modify Accounting. 

 
 

  

 Continued on next page 



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

29 Enter the Accounting String, then click Accept Line. 

 
 

30 Click Save. 

 
 

31 Click Next. 

 
 

  

 Continued on next page 



Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

32 Enter Voucher Remarks (not required), then click Manage Images. 

 
 

33 Click Browse to locate your scanned receipt.  
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Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

34 Enter a short description for the image, then click Upload Image.  

 
 

35 When finished attaching documents, click Done.  
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Local Travel Claim (less than 12 hours), Continued 

  
Procedures, 

continued 
 

 

Step Action 

36 Click Save. 

 
 

37 Now that it is saved, you can make View/Modify it (if necessary) or Release it for 

Approval. 

 
 

  

  


